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PWQUEST FOR RECOH)'" RETENTION SCHEDULE
To be ( mitted to the Records Jlanageme^ Division

Hall of Records Commission '

1. Requesting Agency
. BANK COMMISSIONER

SCHEDULE NOm/j y

page No. 1
2. Division or Bureau of Requesting&gency

3.BlCM5•lCfflaaiaJiai©^SI3tluested.(Check only one of the squares below),

A B'
Dispose of present
accumulation. No

additional accumulation
is anticipated. Records
have ceasod to have
value to warrant reten-
tion.

Establish retention sche-
dule for records for which

tBfere is a continuing accumu-
lation. The records will cease
to have value to warrant their
retention after the period of
time indicated*

Microfilm and destroy
originals* Originals

if not microfilmed would
be retained for the period
of time indicated.

a.
Item
-•No.

2.

£•• Description of Records
^escribe records accurately. Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.

PERIODIC ttAMIlULTlttt FUES - STAfS SAHKS* TRUST COSPAHIES
AHD HDT84& SAVE3O3 BAHKS
The conients of this fils ara th© periodic ereamination re-
ports of the Bank E)taa±a©rs« Reports (Fora $6) comprise %,
paged (9-l/kn 3c Ui°) and in the case of Trust Companies, an
additional 21 pages (9^/1* x 1UW) are included (Fora (&),
occupy UO file drawer's (80 linear feet) la the Contaiasioa
offices, 307 Horth Eutaw Street, Baltimore, for ttio period
1932 to date and 25 cable feet for the years 1?2U - 1931 at
the Hall of Eocords* Piled by tan assigned code for which
an index is aaintalnod* These reports present a detailed
picture of the financial status of the institution being
c o t i u a l i j c d « '.'••' •-•" '

RBCOratEJTOATIOBi Setain 10 yeara after exaadnation aiad then
destroy, . '" •/ ' . ,..•-—-

PERIODIC SIAISIft&TIOS FILE - CR3DIT T(gtm$
This report, an unnunbered form, consists of 6 pages (^n x
II")* occupies 7 drasrers in the Cotnadssion offices for tho
period 19U0 to date. Filed by cods for which an index is
maintained* They are a detailed analysis of the institutions
financial status* Included In this file are the Examiner's
worteheets which ore scheduled for disposal in a separata
ltea (sos Itea U •* this Schedule).
RPEOJJSEHD&TIOHi Retain 10 years after receipt find then
destroy.

6"* Recommendation
of Hall of Re-
cords and Board
of Public Works.

e»rw.

/ 2-

/ f 7 f

G\^v*^-^

IE. - / 4 73 -J-^K

7. Age Division or Bureau Representative ^̂ ^

Signature ^Title Date

Authorized as Indicated in
by Hall of Records Commission

Date
iki.^.sUJl

5ignat>irc •or

Disposal Authorized as Indicated in
Col." 6 by Board of Public Works.

QC! i.

Date Signature
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Item
Mo,

5» Description of Records
Describe records accurately. Include title, fora number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period,

6. Recomnendation
of Hall of Re-
cords and Board
of Public Works.

/

u.

u

6.

PiSlIOMC BXAMItfATTOli FILE • VXOSSfOSSM* FXKAlfGS COUPftXSS
A 12 page (9-l/UB x 1U») unnurabered form, occupies 3 drapers
in the Cojssdssion offices, 19U5 to date* Filed by cods for /•
which an index is maintained. The Examiner13 worksheets,
scheduled separately as Itea U this Schedule, are included In
this file* The report presents a complete picture of Mm
companies* financial status*
n!r.0f,tvEm\TI0r?8 Retain 10 years after receipt and then
destroy* - .

IBUUHER'a WOHKSHEKTS
These worksheets are filed with the Periodic Examination Piles
(Iteaia 1, 2 tod 3)» Occupy 66 drawers (132 linear feet) in
the Coesjicsion offices, 1$32 to date and itO cubic feet at the
Hall of Records for the period 192h - 1931* The workshoeta
consist of the folloraingt

a. Penciled originals of the reports prepared by the
Exa?aiuer3, i.e., Foras $6 and 60, and the utmret*
bered for»s used for Credit Unions and Industrial
Finance Companies (fro» these penciled originala
the final copy is typed and prepared «a described
in Items 1$ 2 and 3 above),

b. . Kiecollanooua sachine tapes,
e* Cash sheets - actual count of cash and currency

<6!»xll«),
d» Individual Bookkeepers* slips (5%° s 11"),
e. JJuppleraental Worksheets *• used for Chriatsas

accounts, cashier*e checks, &ioney orders, etc.,
f. toan line Sheets (5B x 8n) prepared for each

borrower (very bulky) and,
g. Sunaary Sboot • shoving Banks* Oenoral Finan-

cial Status ($« x 11")•
HKCOyyiiSDATIOTIi Ketain £ years after exaaination and then
destroy*

-oA.

Q>r^.-vv.^3 &••
ke3-»»

{^^AZ+LfSS*^

IKOEf TO SIAJflmTIOH PILES
This 5" x 8* card* ruled for 12 years' entries, occupies go
drapers ( $ linear feet) in the Coaaiesion offices. It is eo,
alphabetical index to Periodic IScaaination files which are
filed according to a code, and also gives toe dates of ex-
oodcations. When filled, the card is placed in so inactive
file.
nECOLMKDATr̂ i Retain 12 years after last entry i s nads or
until the next f i l led card replaces i t , and then destroy.

VHHFICmori SHEETS
Two types of verification sheets which occupy % drawers
( 6 linear feet) in the Coaadsalen offices for the period l o«a
to date* used at the time of periodic f-wsrinfltfont
i a* An unnuEbered fora (9- lA* x 1UB) used by the Suudnera

as a control to whoa the record has been forvnrded and

Cx>^—Q.
«Vo

C M ^ .

G->^—a.
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Item
• N o .

: . £. Description of Records
Describe records accurately. Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.

Recomr.enda tion
of Hall of Re-
cords and Board
of Public Yforks.

v

8.

9.

10.

, ttoat type of asset la to be verified,
b. Form T-101, this (8|« x 11") sheet, is sent to
,: V creditors of the bank on which they verify the

? information noted as to their assets with the
.••'• • b a n k , • • . - . . . . '

RECOlfiSENDATIOHt Betain 3 years after examination to which the
verification applies and then destroy.

MORTGAGE AND SECURITY CARDS ' .
This £ B x 8"j unnurabered fora, occupies 9 drawers (l£ linear
feet) in Commission offices for the period 19U7 to date. It
is prepared by the Examiners and reflects each loan or se*-
curity holding acquired by the bank. Entries aro made on the
card at the time of the examination to indicate the current
status of the loan or holding. Cards are retained in the
Periodic Examination files as a part of the worksheets until
the loan or holding has been liquidated or the cards complete-
ly filled (cards are ruled for 10 entries) at "which tine they
are transferred to this separate inactive file.
RECOMMENDATION* Retain for $ years after being placed in the
inactive file and then destroy. -

CHARTERS, AMENDMENTS AND BY-LAWS
For State Banks, Trust Companies, Mutual Banks and Credit
Unions this material occupies 9 document type drawers (1$ ^
linear feet) and 8 letter^size drawers (16 linear feet)f In
the case of Industrial Finance Companies the License Applica*
tion (the equivalent of a charter) is filed with a copy of
the annual License, the Certificate of Incorporation, By-Latrs,
Directors List, and balance sheets all of which occupy one
drawer (2 linear feet) for the period 1911 to date. These
basic documents most be filed with the Bank Commissioner in
conforraance to statutory requirements.
RECOHMEJTDATIOHi Retain permanently.

MORATORIUM RECORDS - F.D.I.C. ENTRANCE EXAMINATIONS
These are reports of examinations conducted during 1933 and
193U for the purpose of establishing eligibility for member-
ship in the Federal Deposit Insurance Corporation. Occupy
2 drawers (U linear feet).
RECOJUIENDATIONI Retain permanently.

MORATORIUM RECORDS - REORGANIZATION PLAH FILES
Accumulated as an outgrowth of the Bank Holiday of 1933 and
subsequent reorganisation of some banking institutions. Oc-
cupies 3 drawers (6 linear feet). Consists of reports of
condition, balance sheets, notices to depositors, stockholders
and creditors, correspondence and approved reorganization
plans*
RECOMMEHDATIONi Retain permanently. /

6->oVws>-^
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SCHEDULE 1 %

PagelJo. ijL

1* Requesting Agency

BANK COJffiSSSIOHSR

2, Division or Bureau of Requesting Agency

3
Item
No.

4*

1, 2

&7

9 & 10

The Periodic Sxasdnatlon files (I tens 1,2 & 3), th» Scasilner'a Worksheeta
(Itea U), and the Mortgago Security Cards (Itoa 7} ara filed together in
tho Examination folder* The Worksheets are resovod aftor five years re*
tention and aro destroyed* tfortgaga and Security Cards are removed and
filed in an inactive file after the loan or holding has been liquidated
or no further entries can be Bade on the card* The earda are then held
inactively for $ years and then destroyed* The amount of epaco required
for the Examination and Worksheet files* as indicated on the Schedule, is
an eetimte - approximately 60£ for the ̂orksheeta, and hp% for the Examina-
tion Reports* together they ooctipy 206 drawers (£20 linear Jfeet) of office
apace and 6k cubic feet in the Hall of Reeorda*

These tvro laoratoriua files represent a collection of documents created dur*
ing a critical oconoede period of our national history and* as such* they
should be retained pormnent2y#


